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If identified users do not 
have an NCID, the 

Vaccine Coordinator 
instructs those users to 

create an NCID and 
provide it back to them

The Vaccine Coordinator 
identifies their 

organization's users 
that need access to 

CVMS and confirms that 
these users have a valid 

NCID. 

The HCPs will identify a 
single point of contact 

as their Vaccine 
Coordinator to field 

questions and feedback 
related to the 

administration of the 
COVID-19 vaccine. 

Let’s do a quick overview of the HCP User Onboarding Template Process

Your Vaccine Coordinator (or similar role within your organization), will need to complete the HCP User Onboarding 
Template for those who will need access into CVMS to track all the activities of the COVID-19 vaccine administration and 
roll out. To make this process easy, you will be able to complete this process through the steps below. 

If needed, users 
create an NCID 

(see detailed steps 
on slide 5)

Vaccine Coordinator then collects all user 
NCIDs and loads that information along with 
other required information into the HCP User 

Onboarding Template and sends to 
COVIDHelp@dhhs.nc.gov email
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To get started, DHHS 
sends an email to 

identified Health Care 
Providers (HCPs) 

containing the HCP User 
Onboarding Template 

along with instructions 
on how to complete and 

submit the template.
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mailto:COVIDHelp@dhhs.nc.gov
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Reminder of COVID-19 Vaccine Readiness Checklist on where to find this info  

1. Identify internal single point of contact for your employees to send 
questions or provide feedback related to the administration of COVID-
19 vaccine.

2. Identify your organization's users that need to access to CVMS and
confirm that these users have a valid NCID. Instruct users that do not 
have a NCID to create a NCID and provide it to you.

3. Identify eligible employees or individuals that meet the Phase 1 
criteria.

4. Determine process for prioritizing and scheduling employees to 
receive the COVID-19 vaccine (two doses) and logistics on where 
employees will need to go to receive the COVID-19 vaccine process.

5. Train your designated vaccine administrators on how to report an 
adverse event in VAERS following a COVID-19 vaccine administration.

6. If storing the Pfizer vaccine in an ultra-cold freezer, ensure proper 
equipment and processes are being used (the checklist will provide a 
summarized view of guidelines).

7. If storing the Pfizer vaccine in an ultra-cold freezer, ensure capacity. 
Each tray contains 195 vials and is roughly 9”x9”x1.6”.

Below are key actions you can do right now to prepare for CVMS and administering the COVID-19 vaccine.

As part of the readiness checklist – Vaccine 
Coordinators will need to complete the 

Health Care Provider User Onboarding Template 

HCP User 

Onboarding Template_v2.xlsx
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Getting Ready for CVMS – Creating User Profiles 
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You Must Have An NCID for All Users of CVMS – This is the process for creating an NCID

Below are key actions that you have perform to get an NCID – This process must be done for each person who will need 
a log in to CVMS and be include in the HCP Onboarding Template 

Click on “Register”

The user needs to complete 
the required fields:

• First Name
• Last Name
• E-mail
• Password 
• Confirm Password

Then click “Sign Up”

This will create your NCID

This will create an NCID which 
will need to be included in your 
HCP Onboarding Template
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Getting Ready for CVMS – Creating Your 
HCP Onboarding Template
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There are TWO main HCP profiles: Healthcare Provider and Healthcare Location Manager

Profile: Healthcare Provider Profile: Healthcare Location Manager

Who should have this profile? Front Desk, Nurse, Doctor Location Admin, Healthcare Employers, 
Vaccine Coordinators, Vaccine Admins

What functions can this profile do in 
CVMS?

View Patients, Administer Vaccine, 
View Proof of Vaccination

All Healthcare Provider functions +
Inventory, Shipments, Wastage, Location 
Management 

• NOTE: The Vaccine Coordinator will help with designating these profiles to employees.



The HCP User Onboarding Template

The “NCID” column is 
to be filled out with the 
NCIDs for each person 

needing a log in 
credential for CVMS
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Thank you!


